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W A R T M E W  OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AOENCY USE 
4ppliation Date 

031 17 188 
&ppliation Numbw 

INSTRUCTIONS: See Publidon No. 78-RM-1 for instructions on compkting this form. Forward signed original to 
Department of Archim id History, Rocords Managemant Division, 330 Cepitol Avenue, Atlanta, Georgia, 30334. 

1. Aeon~Addnss r FOR RECORDS MANAGEMENT USE 
Appliatipn Number 

, 82-60 - A  Ga. State Merit System of Personnel Admin. i 
Applicant Services Division 
200 Piedmont Avenue, Room 418-West Tower D.mR- id  Oam Campletad 

1. D t t r s  of Series 
Earliest Latest 

6. Record) Sorbs Ti& lfollowed by tide urrd in o f fb ;  if d i f f m t )  

Employment Examination Scanner Graded Test Answer Sheet File 

r .  
* .. :.  

. .  -~ 

.~ . -. ..h - - . -  
:- ,  . '3 .' 8 

~. 

1. R m d  Serkr hlcription This file contninr the following documents (include form numbers md rides, if my):  
Attach samples of the file. 

D~mrn ts re1a t in9  

I n d d d  are: 

Administering written and performance examination for Merit System j o b  
c lass i f icat ions for  State o f  Georgia employment purposes. 

Scanner graded tes t  answer sheets 
. c  . . .~ 

File is arranged: Chronologically by date t e s t  resul ts  entered i n t o  computer system. 
I 

c &w ofun y1 m d s  mfurrd to *mi& w: 
O? . ; Thirteen to twenty-four months old -, .. . *  Oncto six months old 75 : Sven to twelve months old 15 

twentv-five months and older ? 

Lenn4za drawers ; Logd4ze drawers ; Shelves ; Other ispritvl- 

s _-- - *, 9 .  .. - . - a .  ST - 
2C cu. f t .  B. Annual Rota of Aocumuldon of RIoDrdr 

. .  .. . . L  .' . . . . .  . I .  

. . , . . . , . .  . . ~. . .  . . . .  . ,. . 



ication of th is  series in your office, or in another offio w agency? 

a. state Lc!w ~ _I_-I_- yaarc. - d. Aidit w i o d  years. 
b. Stat- of limitation years. e. Administratiw need 2 years. 
c Fderallaw -years. f. Federal retention instructions 2 years. 

Attach copy or e x e r t  of lam or regulations. Explain administrative need. 

29 C.F.R. 1602.31 (State and Local Governments) - 2 years 

12 Appovrd Disposition lnmuctionr This agency recommends thet  tha file wries be cut off at  the end of each: 
& Calendar Year; 0 Final Year: j& Other &k&k&&&& - 

68 Hold in the current files area . L . m o n t h ( s )  ycar(s); then &$;&p - 
yearb); then 0 Transfer to local holding area; hold . 

xu Transfor to State Records Canter; hold - 12 + & M m  months; then 
xu Destroy. 
0 Transfer to State Archives for permanent retention. 
0 other IspscHy) 

7 . - .  - 

- -  NCTE: I n  t h e  event a charge o f  d i s c r i m i n a t i o n  has been f i l e d ,  o r  an a c t i o n  
brought by the  Equal Employment Opportuni ty Commission o r  t he  At torney 
General, t h i s  record must be re ta ined  u n t i l  f i n a l  d i s p o s i t i o n  o f  t he  
charge or  act ion . -  

* - 

h instructions apply to al l  prior and future accumulations of the series. 

raph 12 are approved. 
ff d&pPnmd, attach hrrer 
if explanation..) 



, APPI+CATlON FOR RECORDS RETENTION SCHEDULE 

Dewnment of Archives and Hhto,ry. Records Management Division, 330 Cdpitol Avenue, Atlanta, Gaorgir,-3-: 
Attention: Scheduling Section. 

- 

DEPARTMENT OFFICE OF W E  OF SECRETARY ARCH,VES ANO OF STATE H,SfORY 
RECORDS MANAGEMENT DIVISION 

i 

FOR AGENCY USE f. Agency Address m A  RECORDS MANAGEMENT USE 

Ga. State Merit Svstem of Personnel Admin. App'iation Number topliarion Oate 

I. Dates of Series 
hr l ies  IA?e.* 

July 1977 Presen 
I_ 

5. Records Serbs Title (foilowed by title us& in offke; if differenti 

Employment Examination Scanner Graded Test Answer Sheets File 
- 

-?. 

. Remrd Series Description 

Documntsrelating to: administering written examinations for Merit System Job Classes & entering 
the results into the computer system. 

Th is  file mntains the following documenu (indude form numbersand tirles, if any): Attach samples of the file. % 

lnduded are: scanner graded test answer sheets , manually graded test add sheets , and documents 
used for grading test variations (no form names or numbers). 

isarranqed: chronologically by date data entered into computer system, thereunder 
alphabetically by applicants surname. 

I. Monthly Referenes Rate 

One to six months old 
Pwenw-five months and older ? 

Letter-sire drawars : Legai-mc drawers ; Shelves 

How often are records retened to wntch are: 1 
: Thineen to twenty-four nonths old 2oo 5 !hen to twelve months old 

1. Annual Flatr ot Accomulaaon of Remrdi x- 
15 cu. ft. :other l s y t f y l  - 



.;l . 

. .  .. -- 
- years. .. - - d. Audit period . .  years. - ' 

. 
I 

.: ...-years . 
. . . C. Fdc is i  rrbiirion inseuLzions ~ . -2.--yrari .  

~~ 

8. Administrative need 
8. statebw 

, , b Stat- of limitation ' . .._ years. r. 
c Fsderalr. ~~.~ ~ ~- .- ~ -.-s.--:---, **a?& ~ 

~ 

.~ I 

. : ' :  I 
. .  . .  

~~ 

,... . . .  
I , .  

. .  
.) Attach oopy or e x a n  of laws or regulat ik  Explain adminimativr need. 

' 

. ' 
. .  . . I 

. .  
. .  . .  

02.131 (State and Local Governments) -.. 2 Years 
I . . -  . .  . . .  
, . .. .I 

. .  . 
~. , . .  

. . .  .. . 
.. - .  . 

~, . ~ . .  
i ,  

. .  

i 12. Approved Dlrpositian Instructions T h i s  agency recommends that the file series be Cut off a t  the and of each: 

0 Calendar.Year: 0 Fiscal Year: XH Other 
- 

2 mon ths than, , 
0 Hold in the current files area month(rl yeark); then 

fl Transfer to State Remrds Cznter: hold .L -# i%$&#!#&# 
m n s f e r  to local holding area; hold yeads); then 

months ; then - 
Destroy. 

*-Transfer to State Archives for permanent retention. 
0 Other (Specify) 

NOTE: In the event a charge o f  discrimination has been f i l e d ,  or an action 
brought  by-the Equal Employment Opportunity Comnission or the Attorney 
General, this record must be retained until  f inal  d i spos i t ion  of the 
charge or action. 

Thew, insuunionr apply to a l l  prior and future accumulations of the series. 

?ewmmendarionr in para- 
iraoh 12 are approved. 
'If disan.vroved, att3ch /emf 
?f explanation. j 
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